SIMONA MARIA COJA Str Castanilor, Nr 4, Bl 5i, Ap 39, Cluj-Napoca, Cluj, 400341 Cell: (001) 970-274-2393, 0364-404411, 0742-085381 E-mail: ursuletemail@yahoo com PROFILE Strong research, planning and organizational skills, excelling at multi-tasking in a fast-paced environment committed to providing quality services PROFESSIONAL EXPERIENCE October 2009 - March 2013 Lodging Manager Snowmass Club - Snowmass Village, Colorado * Providing leadership within the Guest Services department * Maintaining defined high standards of service and hospitality at all times * Hiring, training and developing of concierges * Communication of events and activities with the membership and residence owners * Improve and expand service operations through implementation of suggested improvements to systems and services November 2007 - March 2013 Lodging Receptionist and Reservationist Stonebridge Condominiums - Snowmass Village, Colorado * Managing customer related tasks such as room assignments, financial transactions, etc * Handling different activities such as answering phones, mailing, faxing, copying documents * Developing interpersonal skills and built rapport with clients * Attending to customer problems by providing for their different needs * Performing lodging reservations May 2008 - October 2009 Concierge Snowmass Club - Snowmass Village, Colorado * Implementing, revising and maintaining of concierge policies * Providing training to staff members * Attending to members' various bookings and reservations, handling all payments related to these * Handling customer's inquiries, phone calls, messages by giving accurate information * Maintaining personal information database for future customers use July 2007 - April 2008 Front Desk Agent The Silvertree Hotel - Snowmass Village, Colorado * Cross trained at multi-property receptions * Handled multitasking in a fast-paced environment, while maintaining an emphasis on quality * Provided adequate training to staff members * Received positive feedback from guests regarding the service provided July 2007 - October 2007 Sales Associate Footloose and Fancy Things, Aspen, Colorado * Generated repeat business through successful client follow-up * Responsibilities included greeting and attending to customers, answering inquiries and work behind the register * Processed incoming orders, coordinated shipments, reviewed product pricing June 2006 - October 2006 Front Desk Agent The Silvertree Hotel - Snowmass Village, Colorado * Assigned rooms to the guests and efficiently checked guest in and out of the Hotel * Resolved guest's needs with regards to housekeeping or maintenance staff * Handled telephone, international fax * Having a strong ability to understand and carry out instructions June 2006 - October 2006 Sales Associate Footloose and Fancy Things, Aspen, Colorado * Attended to customers and answered inquiries * Organized merchandise and reviewed product prices * Performed various responsibilities as assigned July 2005 - October 2005 Hostess Cripple Creek Grill - New London, North Carolina * Greeted and coordinated the seating of guests while establishing the proper atmosphere and efficiency in the dining room * Efficiently maintained reservation book and waiting lists in dining room * Ensured proper set up of the front counter July 2005 - October 2005 Clerk Shell Gas - Richfield, North Carolina * Greeted customers and worked behind the register * Maintained work place organized and tidy July 2005 - October 2005 Cashier Wendy's Old Fashioned Hamburgers - Richfield, North Carolina * Performed routine clerical work related to cash and financial transactions July 2005 - October 2005 Outerwear Dyeing and Finishing Agent EJ Snyder & Company, Inc - Albemarle, North Carolina * Ensured proper dyeing, finishing and bleaching of textiles and yarns July 2004 - April 2005 Sales associate SC Adelante SRL - Cluj-Napoca, Romania * Performed routine clerical work related to cash, financial transactions, filing, phone work and single entry bookkeeping EDUCATION 2002 - 2007 University of Agricultural Sciences and Veterinary Medicine - Cluj-Napoca, Romania * Bachelor of Science in Engineering and Management in Rural Tourism 1998 - 2002 Onisifor Ghibu High School - Cluj-Napoca, Romania * Bio-Chemistry Class ACADEMIC ACTIVITIES 2007 Intelligent I T Systems Used for Travel Searching and Planning June Student Conference at University of Agricultural Sciences and Veterinary Medicine - Cluj-Napoca, Romania 2006 New Holland Romania Agropartners Scholarship at AGRARIA Symposium - Cluj-Napoca, Romania 2005 European Legislation Regarding Honey Products May Student Conference at University of Agricultural Sciences and Veterinary Medicine - Cluj-Napoca, Romania 2005 Functional Products Combined with Apiary Products May Student Conference at University of Agricultural Sciences and Veterinary Medicine - Cluj-Napoca, Romania 2005 European Research Themes in Apiculture May Student Conference at University of Agricultural Sciences and Veterinary Medicine - Cluj-Napoca Romania 2005 Theories Regarding Industrial Positioning May Student Conference at University of Agricultural Sciences and Veterinary Medicine - Cluj-Napoca, Romania OTHER SKILLS * Fluent in Romanian and English * Level C1-B2 in French supported by a TEFaQ diploma and conversational in Spanish * Proficient in MS Word, Excel, PowerPoint and Outlook * PAR Springer Miller Systems Host Hospitality Management System * First Resort Software - Property Management Software * Proficient in RTP ticketing system * Nominated for the Employee of the Month Award in September 2008, July 2010, August 2010 * Leadership, Service Excellence 1 and 2 Harassment Free Workplace, Managing Stress Effectively trainings REFERENCES Available upon request Simona Coja 3 